
ORGANIZATION INFORMATION 

Organization name 

Contact person 

Phone number 

E-mail 

KEY MESSAGE INFORMATION 

Title of message 

Date and time of event 

Location of event 

EVENT CONTACT INFORMATION 

Point of contact 

Phone number 

E-mail/website address 

ADDITIONAL INFORMATION 

Please attached video, audio and image files to this 
form or e-mail them to channel26@cityofvacaville.com. 

GUIDELINES 
The Channel 26 Bulletin Board is designed for non-
profit, noncommercial use to inform the public of vari-
ous events, services and/or activities that are occur-
ring in Vacaville. A Request Form must be completed 
for each announcement and must be received no less 
than two weeks prior to the event. 

USERS 
Non-profit organizations, community groups, schools, 
universities, and government agencies that serve 
Vacaville may utilize the Channel 26 Bulletin Board. 
Please be prepared to show proof of eligibility. 

PROHIBITED USES 
The Channel 26 Bulletin Board WILL NOT cablecast 
the following: 
˜ Endorsement of any products or services 
˜ Solicitation of monetary donations or contributions 
˜ Endorsement of political candidates or ballot meas-
ures 
˜ Promotion of lottery information 
˜ Libelous, slanderous or illegal material 
˜ Obscene or indecent material 

REQUIREMENTS OF SUBMISSION 
˜ A Bulletin Board Request Form must be completed 
for each entry or announcement. 
˜ Requested information must be typed or printed 
clearly on the request form. Organizations may also 
include a flyer or press release with pertinent in-
formation. 
˜ Requests should be submitted  two weeks prior to 
the first day of the scheduled announcement. 
˜ Event announcements will only be published no 
more than 30 days prior to the event. 
˜ Bulletin Board requests that are submitted must be 
for noncommercial public information purposes and 
will be cablecast as space and time allows. 
˜ If for any reason an event or activity is canceled, the 
Channel 26 Bulletin Board must be notified immedi-
ately. 
˜ Bulletin Board Request Forms can be submitted in 
person at Vacaville City Hall Administrative Services, 
650 Merchant Street, by e-mail to  
channel26@cityofvacaville.com, or by fax to 
(707) 449-5149. For more info, call 449-5371. 

I have read and understand the Channel 26 Bulletin 
Board Guidelines. 

Signature     Date 

Channel 

 26                
Bulletin Board  
Request Form

* We reserve the right to edit and/or eliminate material as needed.
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GUIDELINES 
The Channel 26 Bulletin Board is designed for non-
profit, noncommercial use to inform the public of vari-
ous events, services and/or activities that are occur-
ring in Vacaville. A Request Form must be completed 
for each announcement and must be received no less 
than two weeks prior to the event. 
USERS 
Non-profit organizations, community groups, schools, 
universities, and government agencies that serve 
Vacaville may utilize the Channel 26 Bulletin Board. 
Please be prepared to show proof of eligibility. 
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˜ Solicitation of monetary donations or contributions 
˜ Endorsement of political candidates or ballot meas-
ures 
˜ Promotion of lottery information 
˜ Libelous, slanderous or illegal material 
˜ Obscene or indecent material 
REQUIREMENTS OF SUBMISSION 
˜ A Bulletin Board Request Form must be completed 
for each entry or announcement. 
˜ Requested information must be typed or printed 
clearly on the request form. 
Organizations may also 
include a flyer or press release with pertinent in-
formation. 
˜ Requests should be submitted  two weeks prior to 
the first day of the scheduled announcement. 
˜ Event announcements will only be published no 
more than 30 days prior to the event. 
˜ Bulletin Board requests that are submitted must be 
for noncommercial public information purposes and 
will be cablecast as space and time allows. 
˜ If for any reason an event or activity is canceled, the 
Channel 26 Bulletin Board must be notified immedi-
ately. 
˜ Bulletin Board Request Forms can be submitted in 
person at Vacaville City Hall Administrative Services, 
650 Merchant Street, by e-mail to  
channel26@cityofvacaville.com, or by fax to 
(707) 449-5149. For more info, call 449-5371. 
I have read and understand the Channel 26 Bulletin 
Board Guidelines. 
Signature     Date 
Channel 
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Bulletin Board  
Request Form
* We reserve the right to edit and/or eliminate material as needed.
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